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Improving Administration of 
Federal-Aid For Local Public Agencies
Virgil Bell
T echnical Assistance Engineer 
Division of Local Assistance 
In d iana  D epartm ent of Highways
PO LICY  AND PR O CED U RE M ANUAL
It is im p o rtan t tha t at least one person in each LPA (Local Public 
Agency) be aw are of the in form ation  presen ted  below.
My First topic is ou r policy and  procedure m anual involving 22 
chapters. This m anual expands an d  updates our existing procedures, 
which was s ta rted  in A ugust, 1982 and  includes the following subjects:
H andou t No. 1 —Index for Policy and  P rocedure M anual
Chapter Num ber and Title
1. Federal Aid P rogram m ing  (FA-2 form s, e tc.) —not com pleted .
2. T ran sp o rta tion  Im provem ent P rogram  (T IP ) —requ ired  for all 
type I and  II cities —listing of approved projects into the fu tu re  
for tha t u rban ized  area —not com pleted .
3. M etropolitan  P lann ing  O rganization  (M PO ) — duties of which 
includes developing the T IP  — not com pleted.
4. Federal Aid H ighway System — procedures and  guidelines to be 
followed in developing this system —not com pleted .
5. Federal Aid H ighway Funds —categories and  uses of funds 
available to local projects —com pleted  11-29-82.
6. Project Scheduling —listing of projects in p roduction  schedule 
and  fu tu re  p lann ing  for fund ing  of all projects approved in the 
annual p rogram  —not com pleted.
7. Procedures for Selecting C onsultants —will be discussed la ter — 
com pleted  7-12-83.
8. A greem ents —will be discussed la ter —not com pleted.
9. Claim s —filing of claim  vouchers —not com pleted.
10. A udits —procedures for resolving audits —not com pleted .
11. Advance Studies —E nvironm ental —discussion of all types of 
env ironm ental sta tem ents —an in terim  transm itta l to all con­
su ltan ts—O ctober, 1983.
12. A dvance Studies —L ocation (C orridor) —guidelines for p re p a r­
ing location and  location /design  study reports —an interim  
transm itta l to all co n su ltan ts—July, 1983.
13. Bridge Projects —Plan  D evelopm ent —partia lly  com plete w ith
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transm itta ls  of 11-82 and  9-83 —(bridge re-inspection, b ridge 
construction  and  bridge rep lacem ent projects)
14. R oad  Projects —Plan D evelopm ent —partia lly  com plete w ith 
tran sm itta l of 9-30-83 — (all road  projects except 3R)
15. Sign Projects —p lan  developm ent —not com pleted .
16. Signal & L ighting  Projects —Plan  Developm ent —in terim  tran s­
m itta l of 7-12-83.
17. Safety Projects —P lan  D evelopm ent —p artia lly  com plete  — 
(HES projects) with two transm ittals as of 8-3-82.
18. Left O pen
19. Soils W ork —com pleted  (and  revised) as of 3-7-83.
20. R ight-of-W ay Project D evelopm ent —procedures for acquisi­
tion of right-of-w ay —not com pleted.
21. C onstruction  Engineering —agreem ents for, inc lud ing  scope of 
work, m anh o u r justification  and  fee —not com pleted .
22. M iscellaneous —guidelines for ob ta in ing  loans by L P A ’s from  
the Distressed R oad Fund  —transm itta l 7-12-83.
Several of the chapters are not com pleted as of this date  have been 
w ritten  and  are u n der review. It is hoped th a t the m anual will be com ­
pleted  w ithin one year. Copies of the com pleted chapters are  available 
upon  request. T his new m anual will definitely im prove the ad m in istra ­
tion of federal aid  projects.
My next subject is duties and  responsibilities of personnel in the new 
Division of Local Assistance, which was re-organized d u ring  January , 
February  and  M arch, 1982. T he chief of this new division is R obert E. 
W oods, who will speak later. He is responsible for the actions of all p e r­
sonnel in the division and  for fo rm ulating  new policy, procedures, and  
guidelines for the use of federal aid  funds on local projects.
T h e  technical assistance section is responsible for providing tech ­
nical assistance in the developm ent of all local projects for w hich federal 
a id  will be used in any or all phases of prelim inary  engineering, right-of- 
way a n d /o r  construction. A rea engineers will be assigned responsibility 
for the coord ination  of all projects w ithin a geographical area of the 
state. T he  area engineer will schedule and  coord inate  the review and  
developm ent of projects in all developm ent phases w ith the ap p ro p ria te  
divisions in the D epartm ent of Highways. T he  area engineer will 
m onitor, a rrange and  a tten d  in form ational m eetings, and  provide p ro ­
ject status in form ation  for projects of all types in itia ted  in their areas 
from  request of federal funds th rough  letting.
A m ap  of the State of In d iana  defin ing the geographic boundaries 
of each area eng ineer’s responsibility an d  a staffing ch art is being passed 
out now. (H and  O ut No. 2) All correspondence, env ironm ental reports, 
location study reports, plans, in form ational questions or problem s re ­
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la ting  to a specific project shall be d irected  to the respective area e n ­
gineer.
I have been assigned the position of T echn ical Assistance Engineer 
w ith duties of supervising the three area engineers and  serving as area 
engineer for A rea D, the Ind ianapolis u rb an  area . T elephone (317) 
232-5319. T h e  area engineers are:
Administrative Assistance Section
T his section is responsible for providing adm inistrative services to 
local public agencies du rin g  the project developm ent stage. Specific 
tasks includes the review, approval and  processing of all local project 
agreem ents, processing of project claim s against the agreem ents, m a in ­
ta in ing  of local fund ing  records for each county, city and  town, an d  the 
coord ination  of e d u c a tio n a l/tra in in g  p rogram  for local officials.
All new agreem ents and  supplem ents to new agreem ents an d  all 
claim s from  local public agencies for prelim inary  engineering and  right- 
of-way activities shall be d irected  to the adm inistrative assistance m a n ­
ager. Any agreem ents in itia ted  p rio r to M arch 1, 1982 or supplem ents 
to those agreem ents shall be d irected  to John  Jo rd an , engineer of con­
sulting  services. Claim s for construction  engineering services shall be 
d irected  to In d iana  D epartm en t of Highways D istrict C onstruction  E n ­
gineer w ithin the district w here the work is being perfo rm ed  as is the 
present p ractice.
A ppoin tm ents in the A dm inistrative Assistance Section are:
A dm in istra tive  A ssistance M a n a g e r—Jack  S m ith erm an  —(317) 
232-5318
Claim s and  A greem ent T echn ic ian  — M arka W ildm an  — (317) 
232-5311
Program Development Section
T his section is responsible for providing assistance to local public 
agencies in the areas of p lann ing , p rog ram m ing  an d  scheduling of local 
projects. T h e  section will m on ito r an d  process federal aid  applications 
and  A -95 reviews to assure p rom pt action  on requests an d  provide n o t­
ification to L P A ’s on the status of p roject requests. T h e  section will also 
coord inate  the scheduling of local federal a id  funds and  projects and  
identify p rog ram m ing  problem s and  project delays for corrective ac ­
tion.
A poin tm ents to this section are as follows:
T elephone
A rea A: Mr. B runo C anzian 
A rea B: M r D onn Eusey 





Program  D evelopm ent M anager —A rth u r Boyle —(317) 232-5142 
Scheduling C o o rd in a to r—Jan e t T in ch er —(317) 232-5144 
A dditional expansion m ay occur in this office in the n ear fu ture  
due to an  increase of 120% in federal funds available for local projects, 
w hich in tu rn  has increased the work load. T h e  original expansion and  
any fu tu re  expansion will increase the services provided by this office to 
local agencies.
D uring the past year, a subject involving such discussion has been 
the M anagerial D ecentralization  Plan. This p lan  m ay involve shifting 
some of the responsibilities of the cen tral office to the district highway 
offices. It is felt, th a t one person in each d istrict could be of great assist­
ance to all L PA ’s. Some of their duties m ight be:
1. Assistance in filling out FA-2 form s.
2. O b ta in  in form ation  for ra ilro ad  crossing projects.
3. Assist in traffic control signage at ra ilroad  crossing projects.
4. Set up  m eetings between L PA ’s and  cen tral office.
5. Answer LPA  questions p erta in ing  to federal aid.
6. A ttend  m eetings of county comm issioners, board  of public 
works or town boards.
7. A ttend  m eetings of M PO ’s.
8. Assist in revising federal a id  system.
9. Assist in setting  up  four five-year p rogram  for L PA ’s.
10. Assist in resolving audits.
11. Assist in collecting am ounts billed local agencies.
12. A ttend  pre-construction  conferences.
13. A ttend  project viability field trips.
14. Resolve final inspection project discrepancies.
W e feel th a t the creation  of this new position in each district would 
be a g reat benefit to all persons concerned.
A nother im provem ent th a t has been m ade is the standard ization  of 
agreem ents. O ur s tand ard  agreem ents involve the following:
1. LPA —C onsultan t, Involving:
a. A dvanced Studies (L ocation  and  Environm ental Studies)
b. P relim inary  Engineering
c. C onstruction  Supervision
d. Bridge Re-inspections
2. LPA —State, Involving
a. All prelim inary  engineering activities
b. All right-of-w ay activities a n d /o r  right-of-w ay acquisition
c. C onstruction  and  construction  engineering
d. R ailroad  cro ssing /ra ilroad  signal projects
3. LPA —U tility Com pany, Involving:
a. N on reim bursab le utility  agreem ent
b. R eim bursable utility  agreem ent
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4. LPA —R ailroad , Involving:
a. R ailroad  force account agreem ent
T h e  first 18 pages of all the LPA  —consultan t agreem ents are s ta n ­
d ard  an d  only requ ire  blanks to be filled in and  executed. This “bo iler­
p la te” should not be rep roduced  th rough  a word processor, bu t ra th e r 
p rin ted  (zeroxed) in its present form , as this helps save tim e in reviewing 
the agreem ent. A ttached  to the boiler p la te  are appendix  “A ” —Services 
by C onsultant; appendix  “B” — In fo rm ation  an d  Services to be fu rn ish ­
ed by LPA; appendix  “C ” —Schedule, append ix  “D ” — C om pensation . 
These appendixes are p resented  as a guide as no two agreem ents are 
alike, bu t all items of in form ation  covered by the appendixes m ust be 
included  in the agreem ents. W e are requesting  tha t everyone use these 
s ta n d a rd  agreem ents as this will cut review tim e by 40-50% . In  this way, 
we will also know tha t all items have been covered. A nd finally, if you 
p lan  to use federal funds in an  agreem ent involving p relim inary  
engineering or construction  engineering you m ust have on file with this 
office an  approved consultan t selection p rocedure and  use this approved 
procedure  in the selection of consultants. In your le tter of transm itta l, 
tran sm itting  the d raft agreem ents for review, you m ust list the following 
inform ation :
1. Nam es of consultants who were sent requests for proposals 
(RFPS).
2. N am es of M B E /W B E  consultants who were sent RFPS.
3. N am es of all consultants who subm itted  proposals.
4. T h e  n a m e  o f  th e  se lec ted  c o n su lta n t a n d  w hy th is  f irm  was se l­
e c ted .
5. W hy MBE was not considered.
All of the above in form ation  m ust be in the le tter of transm itta l, 
otherwise the com plete transm itta l will be re tu rn ed .
This office has been discussing the necessity for having an  approved 
procedure  for selection of consultants since M arch 1980, alm ost four 
years ago. At present, 83 counties and  47 cities and  towns have a p ­
proved procedures, a total of 130 LPAs. A total of 206 counties, cities 
and  towns over 5,000 popu la tion  and  sm aller towns w ithin urbanized  
areas should have approved procedures, therefore, we are only 63%  
successful so far. No agreem ent for P .E . or C .E . will be reviewed unless 
an  approved procedure is on file.
In sum m ary, we feel tha t ou r new policy m anual, the expansion of 
ou r office in 1982 and  1984, the decentralization  of some of o ur work to 
the districts, the use of s tand ard  agreem ents, the approval of and  co r­
rect use of consultant selection procedures will go a long way in helping 
us all to achieve m ore efficient adm in istra tion  of federal funds for local 
projects.
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